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EXPLANATICH RRGARDING FROPACATION OF TRAVSL OROERS

l. Qosnerals

a, Sufficient supply o travel orders are being forwarded under separate
cover for present usage., Tou will be resupplied upon receipt of a
requisition.

be Tleven (11) copins of travel oriers on each individual should be
submitted to Headgquarters for distribution and 1 copy retained in the
field.

2, Travel orders should be written in conformity with the approved-travel
request as follows:

as Travel Urder Number ~ to b» furnished by Headquarters,

be Alletment Account Symbol - as applicable.

Ce HNams - trus name.,

de Cffice Phone -~ not NACASSary.

e, (rede and Salary - as applicable,

fo Title - position title. lee, Intell. Offr., ps. Uffr., Finan., “ffr., Seecy.

g« Ufficial Station - as applicable,

h. Itinerary - official station to TIV peint, number of days TI¥; to home
leave point for number of days; to TN point, number of days; and
return to 0/Station, :.o. § days TI¥ Yashington, D, C.; 30 calendar
days home leave Zt. Louis, Hssouri; 20 days IO Washington, D. C.;
return to ¢/Station. (Indirect route of travel should not be included
only irect route for official business.)

ie. Purpose - reason for orders, i.e. Home Leave and TV for Training.

J» GEpecial Provisions - include any spacial authoriszations, ie8y Unaccomm
panied baggage sach individual (if dependents traveling) to Chicazo,
I1linols authorized, {Unaceompani ed baggage anthorized to be sent to
home on home le ave orders. However, 1 just TV involved, unaccom-
panied baggage acthorized only to TIX point.) Travel of depenidents
wife, Mary, dJaughter, Jane {age 5 years), son, Thomas (age 2 years)
with traveler authoriged. {Hama, relationship, age of children, should
be given.)

k. Coordination - not necssary .

l. Fstimated Cost - usually $1500 allowed for traveler, $1000 cach
dependent 12 yrs of age or cver, $500 sach dependent under 12 years.

m. Travel to begin on or about - self explanatory. Iraveler way travel
plus or minus 7 days of this date.

n. Termination Approximately - s~1f axplanatory.

0« HMole of Travel -~ pelf explanatory.
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“XPL:NATION REGARDING PRFPABATION OF TRAVFL ORDERS

Allowance for Privately (wned Automobile, stc. - (A) when
traveling alons and no shipment of automobile involved,

(b} when traveling with dependents and/or shipment of automo=
bile involved. -

Check remalning boxes as applicable. '

Kame and Title of Authorising Ufficial -~ as applicable.
Certification Box ~ not necessary.
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